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Client Handoff Agenda Template 
[Customer] 

 
 

Internal Record Links: 
 
Notes: 

●​ Capture any additional information 
●​ Why did they choose {company}? 
●​ Tell us about the company culture. 
●​ Did any key contacts complete a demo? 

 
 
 

Information: Description: 

Hand-off date: Mar 23, 2023 

Kick-off date: Mar 23, 2023 

Go-Live date:   

Team: 
 

Sales:  
IM:  
CSM:  
Product:  

Primary client/vendor 
contacts: 

Client: 

Products:  

Price:  

Fee:  
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